Information & Assistance Unit Guide 18

How to complete a document separator sheet

In addition to the document cover sheet (see I&A guide 17) all form and document filings should be
preceded by a “document separator sheet.” This form identifies the form or document you are sending.
It is required if you are filing only one document.

You may complete the attached separator sheet using a typewriter or with block printing. Use the
completed sample form as a guide. This form can also be completed online at:
www.dir.ca.gov/dwc/FORMS/EAMS%20Forms/ADJ/DWCCAform10232_2.pdf.

Every form or document filed with DWC should include a document cover sheet and document
separator sheet. These forms go hand-in-hand.

e Select the correct “product delivery unit” (the unit that will receive your form or document).
You must select ADJ, DEU, RSU, VOC, or INT. Please refer to the appendix and sample form
to this guide.

o Select the “document type” for the product delivery chosen. Refer to the appendix to see the
document types that are available under each product delivery. For example under ADJ, the
only 4 document type options are: legal document, liens and bills, medical document, and
miscellaneous.

o Select the “document title” from the appendix. Again there specified titles that go with each
product delivery document type.

e Fill in the “document date” (such as the date of medical report or date of a letter) using two-digit
months and dates, and four digit years. The month, date, and year should be separated by a
slash. An example would be 02/15/2008.

e Examples of the “author” would be the name of the law firm, name of the medical provider, or
name of the claims administrator signing the form or document. If you are filing a form, you
would be the author.

All documents filed with the WCAB must include a document cover sheet and document separator
sheet. Please see I&A guides 17 and 18 to learn how to complete these forms. In addition all forms
must be typed or handwritten in block letters to insure legibility. Additional form instructions can be
found on the EAMS OCR handbook at:
http://www.dir.ca.gov/dwc/eams/SampleFiless EAMS _OCR%20handbook.pdf.

If you need help, call an Information and Assistance (I&A) office, or attend a workshop for injured
workers. The local I&A phone numbers are listed on the back of this guide. You can get information on
a local workshop from the I&A office or on the Web at www.dir.ca.gov/dwc.

If you do not have the name and address of your insurance company to complete a form, please link
to this site http://www.dir.ca.gov/DWC/EAMS/EAMS-LC/EAMSClaimsAdmins.asp.
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Information & Assistance Unit Guide 18

The information contained in this guide is general in nature and is not intended as a substitute for legal
advice. Changes in the law or the specific facts of your case may result in legal interpretations different
than those present here.

When sending documents to a DWC District Office, please make sure they are not folded or stapled.
Send them in a large manila envelope. Please see the EAMS OCR handbook for further instructions.
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DIVISION OF WORKERS' COMPENSATION
DISTRICT OFFICES

ANAHEIM, 92801-1162
1065 N. PacifiCenter Dr., Suite 170
Information & Assistance Unit (714) 414-1800

BAKERSFIELD, 93301-1929
1800 30 Street, Suite 100
Information & Assistance Unit (661) 395-2514

EUREKA, 95501-0481
100 “H” Street, Suite 202
Information & Assistance Unit (707) 441-5723

FRESNO, 93721-2219
2550 Mariposa Mall, Suite 4078
Information & Assistance Unit (559) 445-5355

GOLETA, 93117-5551
6755 Hollister Avenue, Suite 100
Information & Assistance Unit (805) 968-4158

GROVER BEACH, 93433-2261
1562 W. Grand Avenue
Information & Assistance Unit (805) 481-3380

LONG BEACH, 90802-4304
300 Oceangate Street, Suite 200
Information & Assistance Unit (562) 590-5240

LOS ANGELES, 90013-2329
320 West 4™ Street, 9% Floor
Information & Assistance Unit (213) 576-7389

MARINA DEL REY, CA 90292-6902
4720 Lincoln Blvd. 2™ Floor
Information & Assistance Unit (310) 482-3858

OAKLAND, 94612
1515 Clay Street, 6™ Floor
Information & Assistance Unit (510) 622-2861

OXNARD, 93036-8293
2220 East Gonzales Road, Suite 100
Information & Assistance Unit (805) 485-3528

POMONA, 91768-2653
732 Corporate Center Drive
Information & Assistance Unit (909) 623-8568

Rev. 02/09

REDDING, 96001-2796
2115 Civic Center Drive, Suite 15
Information & Assistance Unit (530) 225-2047

RIVERSIDE, 92501-3337
3737 Main Street, Suite 300
Information & Assistance Unit (951) 782-4347

SACRAMENTO, 95825-2403
2424 Arden Way, Suite 230
Information & Assistance Unit (916) 263-2741

SALINAS, 93906-2037
1880 North Main Street, Suites 100 & 200
Information & Assistance Unit (831) 443-3058

SAN BERNARDINO, 92401-1411
464 West Fourth Street, Suite 239
Information & Assistance Unit (909) 383-4522

SAN DIEGO, 92108-4424
7575 Metropolitan Drive, Suite 202
Information & Assistance Unit (619) 767-2170

SAN FRANCISCO, 94102-7014
455 Golden Gate Avenue, 2™ Floor
Information & Assistance Unit (415) 703-5020

SAN JOSE, 95113-1402
100 Paseo de San Antonio, Suite 241
Information & Assistance Unit (408) 277-1292

SANTA ANA, 92701-4033
28 Civic Center Plaza, Suite 451
Information & Assistance Unit (714) 558-4597

SANTA ROSA, 95404-4771
50 “D” Street, Suite 420
Information & Assistance Unit (707) 576-2452

STOCKTON, 95202-2314
31 East Channel Street, Suite 344
Information & Assistance Unit (209) 948-7980

VAN NUYS, 91401-3370
6150 Van Nuys Blvd., Suite 105
Information & Assistance Unit (818) 901-5374



DOCUMENT SEPARATOR SHEET @AM@&E

[SELECT UNIT]

Product Delivery Unit

ISELECT DOCUMENT TYPE, REFER TO LIST]|

Document Type

ISELECT DOCUMENT TITLE. REFER TO LIST |

Document Title

IDATE YOU FILLED ATTACHED DOCUMENT |
MM/DD/YYYY

Document Date

Author [YOUR NAME |

Office Use Only

Received Date

MM/DD/YYYY
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